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WORKSHOPS OFFERED IN WRITING
EFFECTIVE REPORTS AND LETTERS
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MISSOULA-Two professional workshops on writing effective reports and letters will be
offered in Missoula and Billings by the University of Montana Center for Continuing
Education.
The workshops, which will be in Billings Sept. 18 and 19 and Missoula Sept. 21
and 22, will teach how to write clear, concise letters and memos.
According to the workshop coordinator Mary Ellen Campbell, the courses will
cover organization, brevity, clarity and style and teach how to write persuasive
letters, sell ideas to an audience and handle complaints and adjustments.
Campbell teaches business writing and advertising copy writing at the University
of Montana.
The fee for the workshops is $75 and should be paid in advance.
will be limited to 30 participants.
two days.

Class size

Sessions will run from 9 a.m. to 4 p.m. for

In Billings the workshops will be at the Ramada Inn.

Missoula

participants will meet in Turner Hall on campus.
More information and registration forms are available from the Center for
Continuing Education or by calling 243-2900.

Inquiries also may be addressed to

Campbell in the Department of Management, University of Montana, 243-6790.
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